Compensation Practicesfor UDOT UDOT 05C-22
Effective: July 1, 1997 Revised: December 16 2002

Purpose
This policy hasbeenwrittentoinform employeesand leaders of the different compensation options
available for employees.

Policy
All compensation rules and policies for UDOT are in conformance with DHRM Rule R477-7,
Compensation. Compensation issues not covered in this practice can be found in that rule. This

policy is intended to outline areas which may need additional discusson for more clear
undergtanding.

1 Probationary Increases

Probationary increases as defined under previous DHRM Rules no longer exist as of June
28, 1997. However, managers and supervisors have the option of approving an
Adminigrative Salary Increase of one step for new employeeswho were hired &t the first
step of the range and who are on the first step sx months or 180 days later. New
employees hired above the firs step of the range are not digible for this increase.
Probationary increases may be given after 6 months of permanent employment.
Employeesin AL status will not receive probationary increases.

2. Promotions and Reclassifications

Employees promoted or reclassfied to a position with a sdary range exceeding their
current sdary range maximum by one salary step are digible to receive a sdary increase
of one dary step. Employees promoted or reclassfied to a position with asdary range
exceeding their current salary range maximum by two sdary steps are digible to receive
asdary increase of two salary steps. Employees who are promoted or reclassified to a
positionwith asdary range exceeding their current sdary range maximum by threeor more
sdary geps are digible to receive a sdary increase of aminimum of two sdary steps and
amaximum of four salary seps.

Employees may not be placed higher than the highest sdlary step or lower than the
beginning sdlary sep in the new sdary range unless they are in alongevity saus.

Employees who remain in longevity satus after apromotion or reclassification shdl retain
their salary by being placed on the corresponding longevity step.

3. Administrative Salary Increases (ASl)
The Adminigrative Sdary Increase provides management with the ability to increase an
employee ssalary without classification or related action. DHRM Rulesdlow employees
to be digible to receive one or more steps up to the maximum of their sdary range
providing the agency has sufficient funds within their annual budget. Requests for AS’s
must beinwriting and be submitted through the Deputy Director’ sofficefor review. There
must be a unique reason for the ASl such as exemplary performance, market inequities,
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or other specia agency conditions or problems. If the ASl is used for probationary
increases or on certain career ladder increases based on accepted criteria, the request
does not need to be sent through the Deputy Director’s office, but can be processed
through the Human Resource Office.

The Executive or Deputy Director are the find authority for ASI’s including being
respongble for chalenges or grievances resulting from such increases.

4, Administrative Salary Decr eases
Adminigrative Sdary Decreases (ASD) provide management with the ability to decrease
an employee' ssdary for non-disciplinary reasons. DHRM Rules dlow sdary decreases
from one or more steps not to exceed the minimum of the salary range. Requests for
ASD’ smust beinwriting and be submitted through the Human Resource Officefor review
and processing. Such decreasesare used for career mobility, reasonable accommodation,
gpecia agency conditions or problems or other unique Stuations or condgderationsin the

agency.

5. Salariesfor New Hires
New employees can be placed at any point on the sdlary range as deemed prudent and
appropriate and which does not cause equity concerns with other employees. An offer
above the minimum must be gpproved by the Human Resource Office. Unusud sdary
offers may require the approva of the Region/Group Leader and/or the Executive or
Deputy Director.

6. Salariesfor Time Limited Employees (AJ or AL)
Sdariesfor these postions should bekept at thelevel that iscons stent with thework being
performed, the skills of the individua and the sdaries being paid permanent staff. All
sdaries are subject to review and gpprova by the Human Resource Office.

7. Reassignment
A management initiated action moving anemployee from hisher current job to ajob with
an equa sdary range for adminigtrative reasons such as budget congtraints, corrective
action, or the need to move persons to postions that better utilize their skills.

8. Transfer
A trandfer isan employee svoluntary act. The Department will dlow UDOT employees
to seek and accept UDOT jobs with alower pay range typicdly in another class series
(i.e., Highway Operations Series, Congruction Series, Civil Engineer Series, eic.) than
they are presently holding without losing any money with the following sipulations:
. If the employee is sdlected for apostion with alower pay range, he/she must sgn
a“Trander Agreement.”
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10.

11.

. The employee would not be able to get money for apromotion until he/sheisina
position that was at ahigher maximum sdary range than the onethe employee| ft.

. The employee’ spresent sdlary step must bein the pay range of the position he/she
IS seeking.

. It would be management’ s responsibility to manage the process by sdlecting the
best candidate and not necessarily the employee that wants to move down.

Management may adjust the salary of an employee to one or more lower steps when the
employee is reassgned to a postion with a sdlary range with a lower maximum step by
following the guiddines for an Adminidrative Sdary Decrease.

Demotions

Employees demoted consistent with 05C-31 shdl receive a sdlary reduction of one or
more salary steps as determined by the Region/Group Leader with approval of the
Executive Director. The Region/Group Leader may move an employeeto apostion with
alower sdary range concurrent with the salary reduction.

Emergency Response Pay

FLSA non-exempt employees directed to report for work for the purpose of responding
to an emergency request may be paid awork incentive of one haf of hisher regular hourly
sdary rate for the Emergency Response hours attributed to “Excess’ in the work week.
Thisincentive will not be paid for hours where the employee has been compensated with
1.5 times regular pay as defined by the Fair Labor Standards Act and administered by the
payroll system or for hours where a holiday incentive has been paid.

For the purposes of this policy, an Emergency Response is defined as an unplanned and
unforeseen requirement where management directs one or more employees to report to
work beyond the normal work schedule when an immediate critica responseis required
to assurethe safety of themotoring public. It aso gppliesto reinstate amgor and essentid
operation of the Department that has been suspended due to unforseen Situations. The
Region Director or Group Leader will determine when Emergency Response Pay will be
authorized. Responding to snow storms, traffic light outages, most accidents, construction
project delays, data processing upgrades and other common overtime stuations will not
quaify for Emergency Response status.

Shift Differential Pay

Divisons of UDOT areauthorized, but not required to establish, ashift differentia pay plan

for employees based on the following criteria

. There must be sufficient budget to pay the additiond costs associated with a shift
differentia program.

. Any hoursdigiblefor overtime, emergency response, or other additiona payments
will not be digible for shift differentid pay.
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. All hours worked between 8:00 p.m. and 6:00 am. will be digible for shift
differentid pay, if additiona pay is not given for those work hours as noted in the
previous bullet. The rate of additiona pay will be $.90 per hour.

. Leaders may choose to discontinue the program at any time, based on budgetary,
organizationd, or other reasons.
. Employeescurrently receiving additional compensation for shift work (e.g. Region

Two urban station compensation plan) will not be digible for the shift differentid.

Background

This palicy isin compliance with the Department of Human Resource Management’ s rules, and
Sate law.
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